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Proces-verbaux  des  reunions  du  Cond  t^  Execatif, 
tenues  a  &eneve  lea  12  et  31  Janvier  1928,  au  siege  de  I'lnatitut. 


I.   Seance  du  12  .janvier  1928. 

La  stance  est  ouverte  ^  9  heures  45. 
Assistaient  k  la  stance   s 

M.  Francesco  Mauro^  President, 

M.  Frangois  Sokal,  Vice-'Pr^sident , 

M.   le  Professeur  J,   Willits,   representant  Mr.   H.So   Dennison, 

Vice-President, 

M.   Georges  Pleury,   representant  le  Bureau  international   du  Travail, 

M.  Paul  Devinat,  Directeur  de  I'Institut, 

M.  Percy  S.  Brown,  Directeur-.',djoint  de  l-Institut, 

Apres  avoir  souhaite  la  bienvenue  au  Professeur  Willits,   representant 
Mr.   U.S.    Dennison,   le  PRESIDENT  annonce  que  M.M.    Jouhaux  et  Hinnenthal  ne  pou- 
va.nt  assister  a  la  stance  ont  fait  connattre  leurs  points  de  v^ae  respectifs  dans 
des  lettres  dont  il   sera  donn^  comriiuni cation  au  cours  des  deoats, 

1.  Presentation  du  budget  pour  1923.  Accentation  definitive  et  envoi   a  tous  Igs 
membres  du  Conseil  de  direction.. 

Le  budget   de  1928  est-  adopts   sans  debat. 

Lo  PRESIDENT  denande  au  Comite  Ex^cutif  son  avis  sur  la  question  ie  l-'en- 
vol  du  budget   aux  membres  du  Conseil   de  direction,    sous  sa  fome   actaelle   ou 
aous   une  forme  r^sum^eo 
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IF 


According   to    the   theory    of   aero- 


dynamics,   and    as    may    be    readily 


demonstrated   through   experiments, 


the  Bumble  Bee  is  unable  to  jly- 


This  is  because  the  size,  the  weight, 


and  the  shape  of  his   body,  in  re- 


lation to  his  uiingspread,  make  fly- 


ing  impossible.     BUT   the    Bumble 


Bee,   being  ignorant  of  these  scien- 


tific   truths,    goes    ahead    and    flies 


anyway — and    makes   a   little    honey 


'WIM6S 
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WORK  SIMPLIFICATION  AND  YOU  ^ 

C 

RECOMMENDED  BASIC  FILMS  4i. 

A-1  Demonstration  Reel   -  Silent  -  15  min.  approximate  running  time 

A-2  March,  of  Ideas    -    Shop  Version   -   Sound   -  12  min. 

A-3  March  of  Ideas    -    Office  Version    -   Sound    12  min. 

A-5  Dollars  and  Sense    -    Sound,  Color    -    11  min. 

A-6  Band  Balls  cf  Yarn   ••   Silent    -  7  min. 

A-7  The  Easier  Way     -    Sound     -  12  min. 

B-4  Three  to  be  Served     -   Sound   -  25  min. 

B-5  Productivity  -  Key  to  Plenty   -    Sound   -  21  min. 

E-6  The  Power  Behind  the  Nation   -  Sound,  Color  -  20  min. 

Write  U.S.  Treasiiry  Department  (your  local  office)  to  secure  this. 

B-7  In  Balance   -   Sound  -  40  min. 


RECOMMENDED  READING 

*  Leadership  to  Ensure  Collaboration   -    F.J.  Roethlisberger 

*  Reference  from    "Management  and  the  Worker"  -Roethlisberger  &  Dickson 

*  A  Planned  Failure  in  Work  Simplification  -  Reprint,  Modern  Management 

*  Mainsprings  of  Men   -    Whiting  Williams 

*  Reader's  Digest  Article  on  Rucker  Plan  (Continental  Paper  Co.) 

*  "A  Program  for  Averting  Socialism"    -  Talk  by  Hughston  M.  McBain 

*  Report  to  Management    -   Annual  Reports    -   The  Wage  Earner  Forum 

*  How  to  Avoid  Work     -     General  Motors'  Peg  Board  Article 

*  Thought  Sharters    -   H.G.  Weaver  and  Dean  Russell 

U.S.A.  -  Measure  of  a  Nation  -  Twentieth  Century  Fund,  published  by 

The  MacMillan  Co.,  New  York 

BOOKS 


*  New  Techniques  for  Supervisors  and  Foremen  -  Albert  Walton 

*  Principles  of  Industrial  Organization    -    Kimball  &  Kimball 

*  Economics  in  One  Lesson     -   Henry  Hazlitt 

*  The  Autobiography  of  Benjamin  Franklin    -  Benjamin  Franklin 

*  The  Law  of  Intelligent  Action    -   William  J.  Reilly 

*  Mainspring   -   H.G.  Weaver 

*  Frank  and  Lillian  Gilbreth  -  Partners  for  Life    -    Edna  Yost 

*  Why  Kill  the  Goose     -   Sherman  Rodger s 

Lincoln's  Incentive  System   -  James  F.  Lincoln,  published  by  McGraw-Hill, 

New  York 
Management  and  Morale   -   F J.  Roethlisberger,  published  by  Harvard 

University  Press 
Scientific  Management  -  Frederick  W.  Taylor,  published  by  Harper  &  Bros. 

New  York 
Cheaper  by  the  Dozen   -  Frank  B.  Gilbreth,  Jr.  and  Ernestine  Gilbreth  Carey, 

published  by  Thomas  Y.  Crowell  Co.,  New  York 

*  Your  reference  material 
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WORK  SIMPLIFICATION  AND  STEADY  EMPLOYMLNT  d^ 

If  you  really  want  progress,  and  the  change  that  makes  It  possible,  you 
may  find  yourself  in  the  minority,  for  only  a  few  are  willing  to  pay  the 
price  of  progress. 

At  our  last  meeting,  we  discussed  Work  Simplification  and  its  relation 
to  Progress    - 

1.  The  application  of  Intelligent  selfishness  to  improve  our 
standard  of  living. 

2.  Our  objective:   TO  MAKE  A  BETTER  PRODUCT  AND 
RENDER  BETTER  SERVICE,  AT  A  LOWER  COST,  AT 
THE  RIGHT  TIME. 

3.  Resistance  to  change  and  resentment  of  criticism. 

In  view  of  Item  3  -  the  two  great  stumbling  blocks  of  human  nature  - 
how  can  we  explain  the  marvelous  progress  the  world  has  made,  espe- 
cially In  the  Twentieth  Century?   There  are  two  reasons: 

First:  There  is  that  occasional  individual  who  Is  Intensely  interested 
in  trying  to  make  something  better. 

"The  whole  fun  In  living  is  trying  to  make  something  better.'* 

-  Kettering, 

*'I  am  81  years  old  today  and  still  working  hard,   I  am  not  much 
of  a  speech  maker,  so  you  will  have  to  take  my  work  as  a  proof 
of  my  love  for  the  race,  rather  than  my  words.    -    Edison. 

Second:    V/e  have  competition.   Competition  has  been  called  the  "Great 
Universal  Supervisor,"   for  It  is  the  force  that  puts  us  to  work  or  out 
of  work.   There  are  rare  cases  where  companies  that  have  no  competi- 
tion make  continual  Improvements  In  quality  or  service,  or  voluntarily 
reduce  their  prices;  but  they  are  few,  and  most  people  take  the  line  of 
least  resistance  and  require  competition  to  force  them  to  change  and 
improve. 

"We  must  Improve  everything,  and  If  we  think  we  have  reached  the 
llrait  of  Improvement  on  anj^hlng,  we  are  on  the  way  out.  We  often- 
times speak  of  a  man  who  Is   'down  and  out,'   meaning,  thereby,  a 
failure;  but  it  is  just  as  true  of  the  man  who  thinks  he  has  succeeded 
and  has  stopped  Improving.   He  is  UP  and  out."     -  George  Eastman. 
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RECOMMENDED  BASIC  FILMS 

C-1   Let's  Go  America   -   Soimd   -    12  min. 

C-3   Machinery  Creates  Employment    -   Sound  -  6  min. 


X 
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RECOMMENDED  READING 

*  How  to  Study  -   Northwestern  University 

*  Role  Playing  and  Management  Training   -    Alex  Bavelas 

*  Management  The  Simple  Way   -    Lawrence  A.  Appley 

*  We  Must  Produce  Togetherness  or  Perish   -   Walter  Cenerazzo 


BOOKS 


Principles  of  Industrial  Organization  -    Kimball  &  Kimball 
Management,  Labor  and  Technological  Change    -   John  W.  Riegel 
Technology  and  Labor    -    Elliott  Dunlap  Smith,  published  by 

Yale  University  Press. 
Organized  Labor  and  Production   -    Morris  L.  Cooke  &  Phillip  Murray, 

I  published  by  Harper  &  Brothers 

The  Dynamics  of  Industrial  Democracy   -    Clinton  S.  Golden  and  HJ. 

Ruttenberg,  published  by  Harper  &  Brothers 
How  to  Read  Better  and  Faster    -   Norman  Lewis,    published  by 

Thomas  Y.  Crowell  Co.,  New  York 
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V/ORK  SIMPLIFICATION  AND  MEASURLMLNT 

At  our  last  meeting,  we  discussed  V/ASTE,  and  emphasized  the  impor- 
tance of  eliminating   waste  of  time,  energy  and  materials.    WASTii_    _ 
STEALS  PROFITS  and  ENDANGERS  VMGES .    In  our  program  to  elimi- 
nate waste,  let's  rem.ember  that  we  want  to  make  it  easier  for  the  op- 
erator not  to  make  waste. 

To  eliminate  all  forms  of  waste,  we  must  assemble  the  intelligence  of 
our  whole  organization.  Do  not  belittle  the  ideas  you  can  get  from  the 
people  working  with  you  and  for  you.  The  greatest  obstacle  to  simpli- 
fying work  has  not  been  created  by  technical  difficulties.  Rather,  it  is 
set  up  by  the  mental  attitude  of  people  doing  the  work  v/ho  feel  th^t  they 
are  already  using  the  best  possible  method. 

One  of  the  big  jobs  of  human  engineering  is  to  change  people's  attitude 
toward  work  from  one  of  indifference  to  an  enthusiastic  outlook.   AH 
individuals  display   "enthusiasm"    as  a  result  of  different  stimuli: 
financial  rewards,  a  building  of  promotion  "credits,"    "getting  m 
good    with  the  boss,"    or  the  sheer  joy  of  accomplishment,    all  have 
their  followers.    One  strong  weapon  which    we  have  at  our  command 
to  induce  enthusiasm  is  PRAISE..   This  is  a  dangerous  tool,  however, 
for  there  is  a  fine  balance  to  be  made  between  praise  and  criticism. 
And  a    good  deal  can  be  accomplished  in  improving  the  manner  in 
which  we  criticize  people,  remembering  that  we  all  resent  criticism. 

Charles  M.  Schwab  once  said: 

"I  am  a  firm,  believer  in  the  fact  that  men  make  their  greatest  accom- 
plishments by  proper  encouragement  -  not  by  criticism.    I  have  yet  to 
see  the  man,  however  great  and  exalted  his  situation,  who  is  not  sus- 
ceptible to  the  approval  of  his  fellow  men.    And  the  severest  criticism 
that  can  come  to  anv  man  is  not  to  find  fault  with  him,  but  not  to  notice 
him  at  all.-  V^en  a  man  is  not  noticed  he  knows  that  he  has  not  gamed 
the  approval  of  his  fellows,  but  when  he  is  approved  he  gives  forth  his 
best  effort." 

Experiments  with  praise,  criticism,  or  neglect  seem  to  indicate  the 
following: 

1.  On  first  administration,  praise  and  criticism  seem  to 
provide  about  equal  stimulus. 

2.  On  continued  application,  praise  proves  to  be  a  continu- 
ous incentive. 


V 


5 


• 
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RECOMMENDED  BASIC  FILMS 

D-6    Original  Maiden  Form  Brassiere  Process  Chart  -  Silent  -  8  min. 

D-11   Weigh  >  Leather  Belt   -    Silent-    4  min. 

F-35   FormX    -   Silent   (Run  at  Sound  Speed)    -    11  min. 

F-37  The  Flow  Process  Chart  and  How  to  Use  It  -  Sound,  Color  -  22  min. 


RECOMMENDED  READING 

*  Work  Simplification   -    Marshall  Field  &  Co. 

*  Work  Simplification   -    Lockheed  Aircraft  Corporation 

*  Your  Rewards  Through  Work  Simplification   -   The  Majrtag  Company 

*  Operation  and  Flow  Process  Charts    -   American  Society  of  Mechanical 

Engineers 


BOOKS 

*    Principles  of  Industrial  Organization   -    Kimball  &  Kimball 

Frederick  W.  Taylor  -  Father  of  Scientific  Management  -  F.B.  Copley, 

published  by  McGraw-Hill 
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U  =  Unpriced  work  simplification  conferences 

P  =  Priced  lake  placid,  n.  y. 

SUMMARY  

FLOW    PROCESS    CHART 


met 


^10 


O     OftWATIONS 


O    TWWSPOWTATTOWS 


D     IWSPECTIOWS 


D     DELAYS 


V    STORM  ES 


MSTAWCE     TRAVELLED 


PRESENT 


u 

4    ^  I  2 


i 


PROPOSED 


nPFERENCE 

"U 


1:^0  4ft  [42    ij;: 


DETAILS     OF 


^FHOPOKO  j 


METHOD 


Placed  on  A,'s  desk 


«  Time  Stamped  and  Sorted 


JOR  Pricing  f>^^    Pr^stJng  0-rficr<^ 


»  Placed  in  OUT  baskets 


*  Waits 


»  Picked  up  by  B  or  C 


«  To  desk 


'  Placed  on  desk 


•Priced 


•To  C's  desk 


'"Placed  on  desk 


'Waits 


'2  Posted  end  Sorted 


"Placed  in  Ljivelopes 


••Placed  in  OUT  basket 


"Waits 


n  MAN    OR  S  MATERIAL     UTaerS  

CHART    BEGINS      OH    A  '  S    deSk 

CHART    ENDS         on    C  '  ie    Aaf(\r  

CHARTED     BY    John    Srrl  th  nATpOf>t.    1,     TQ^fl 


AMALYSIS 


WHY? 


NOTES 


2  Wire  baskets 


Shorter  viiait 


New  rotary 
Price  fn^ 


By  B 


Picked   up  by 
messenger 


U  ■  Unpriced 
P  »  Priced 


WORK  SIMPLIFICATION   CONFERENCES 
LAKE    PLACID.    N.    Y. 
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WORK  SIMPLIFICATION  CONFERENCES 
LAKE    PLACID.    N.    Y. 
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ANALYZING  THE  METHOD  FOR  IMPROVEMENT 

scientists  and  technically  trained  men? 

The  late  Arthur  D.  Little,  well-known  research    chemist,  once  said  that 

there  are  four  marks  of  a  scientific  mmd: 

1.    THE  SIMPLICITY  TO  WONDER 

All  children  have  this.   It  is  only  the  natural  curiosity  we  once 

all  showed.  .  _tu-  ^ 

When  young,  we  wondered  about  everything. 

"Why  does  the  sun  come  up  m  the  East?  v,.x^o»» 

-Why  is  the  grass  green?   What  makes  the  snow  white?" 

-What  makes  the  clock  tick?"    -    and  so  on,  .^^ 

The  true  scientist  and  research  man  wonders  about  things  that 

many  of  us  take  for  granted. 

2.   THE  ABILITY  TO  QUESTION 

Then  we  asked  questions  of  everyone.   Sometimes  we  got  the 
answers   sometimes  we  did  not.   It  all  depended  on  how  the 
perlons  weTsked  felt,  and  whether  or  not  they  had  the  time 
to  try  and  explain. 

Few  oeoDle  know  how  to  ask  questions  properly,  in  order  to 
LTthrrip-ht  answer     Most  of  them  soon  stop  askmg  questions 
i:'Zr!l:::Zs^^^^^  to  succeed  in  Work  Simplification, 
one  must  just    "WHY?  the  hell  out  of  everything.' 

3.  THE  POWER  TO  GENERALIZE 

After  wondering  about  something,  and  asking    "WHY?"  we 
^^en  s^oMherl    Instead,  we  should  try  to  get  an  idea  of  some 
Sfhefe'asots  or  f'Scts  behind  the  obvious  thing    W^^^^^^^^ 
see  whether  these  same  facts  will  apply  ^  ^he  situation  is  a 
little  different.   Is  this  thing  we  wondered  about  a  law,  or 
fundamental  principle?    Will  it  apply  m  all  cases? 

4,  THE  CAPACITY  TO  APPLY 

It  is  not  enough  to  wonder  about  something  to^k  questions 
about  it,  and  to  generalize  -  one  must  then  apply  the  things 
learned. 
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ANALYZING  THE  METHOD  FOR  IMPROVE Mn^NT  c 

RECOMMENDP^D  BASIC  FILMS 

Make  Pyralin  Soap  Dish    -  Silent    -  4  min.      ^ 
Handling  Customers  Orders    -   Silent  -  15  mm.  _ 

Combine  Rolling-in  with  Paint  Spraying    -    Silent   -  12  mm. 
Assemble  Cowl  Flap  Actuating  Rods    -    Silent   -    &  mm. 
Tapping  Hose    -   Silent    -  4  min.  _ 

Disassemble  Bicycle  Coaster  Brake   -   Silent  -  5  mm. 
Combine  4  Operations  on  Automobile  Valve    -   Silent  -  8  mm. 
Weighing  and  Stencilling  cases    -   Silent   -    6  mm. 
Selling  America   -    Benjamin  Franklin   -   Sound  -  22  mm. 


F- 

•11 

F- 

>22 

F- 

■29 

F- 

■33 

F- 

-34 

F- 

•36 

F- 

•38 

F- 

-39 

Z' 

-4 

RECOMMENDED  READING 

*  Your  Rewards  Through  Work  Simplification    -    Maytag 

*  Work  Simplification   -    Marshall  Field 

*  How  to  Sell  an  Idea   -   Reader's  Digest 

*  Tact     -   Wells  Publishing  Company 


BOOKS 


Motion  and  Time  Study     -   Ralph  M.  Barnes 

rrf^5:Sra1l'!tth  re'^rne.  p..Us.ea  .y  John  WUey 

and  Sons,  New  York 
Motion  Study   -   H.C.  Sampter,  published  by  Pitman  Publishmg  Co., 

New  York 
Time  Study  and  Motion  Economy  -  Robert  Lee  Morrow,  published  by 

The  Ronald  Press,  New  York 
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IMPROVING  THE  NECESSARY  DETAILS 


It  will  be  remembered,  if  we  could  not  ELIMINATE,  COMBINE  or 
CHANGE  the  SEQUENCE  of  the  details  in  our  flow  process  chart,  we 
then  challenged  it  with  a  HOW?    -    CAN  WE  IMPROVE  THIS  DETAIL? 
This  usually  means  a  study  of  the  hand  motions  used.    How  do  prin- 
ciples of  motion  economy  help  increase  efficiency?    V/hen  thoroughly 
understood,  they  may  be  applied  without  the  use  of  motion  pictures 
or  elaborate  analysis,  and,  when  used,  have  a  decided  effect  upon  the 
skill  of  an  operator, 

Rem.ember  the  definition  of  effective   (skilled)   work  vs.  hurried 
(speed-up)   work.     It  is:  Work  done  effectively  will  give  perfect  work 
because  it  is  accomplished  by  eliminating  the  unnecessary  parts  of 
the  job.   Work  done  in  a  hurry  will  give  poor  work  because  it  is  a 
speeding  up  of  all  parts  of  the  job,  both  necessary  and  unnecessary. 

Every  supervisor  is  interested  in  skill,  because  even  a  small  in- 
crease in  skill  of  all  his  operators  will  do  far  more  to  raise  the  de- 
partmental efficiency  than  having  a  few  very  highly  skilled  workers. 

While  the  principles  of  skill  are  complex,  we  can,  however,  show 
that  they  capitalize  on  the  strong  human  tendency  to  form  habits. 
Everyone  realizes  how  quickly  we  form  habits  of  doing  things,  such 
as  where  we  like  our  easy  chair,  or  the  route  we  take  coming  to  work, 
etc.   Some  of  the  highly  important  factors  that  go  to  make  up  skill  can 
always  be  recognized  when  watching  a  really  skilled  worker.   Some 
of  these  factors  are  consistency,  rhythm  of  movement,  precision, 
speed,  ambidexterity   (the  ability  to  use  either  hand),    and  the  coordi- 
nated used  of  both  hands  simultaneously. 

Of  course  there  is  a  great  variation  in  the  natural  skill  of  different 
operators.    Nevertheless,  the  degree  of  skill  attained  by  a  given 
operator  has  been  greatly  influenced  by  habit  formation  during  the 
learning  period.    If  the  fundam.entals  of  m.otion  economy  referred  to 
are  practised  from  the  very  beginning  of  the  learning  period,  a 
higher  degree  of  skill  will  be  attained. 

Nov/,  what  are  these  principles  of  motion  economy,  and  how  will  they 
help  provide  an  efficient  work  place? 

1.    PHYSICAL  ACTIVITY  OR  MOTIONS  SHOULD  BE  PRODUCTIVE. 
This  means  that  every  non-productive  m^otion  should  be  eliminated 
as  far  as  possible.    An  orderly  work  place   ("A  Place  For  Everything 
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RECOMMENDED  BASIC  FILMS 

J-1     Drilling  Holes  in  Small  Pins    -    Silent    -  8  min. 

J-2     Clipping  Brassieres    -    Silent   -  15  min. 

J-5     Motion  Study  Applied  to  Letter  Indexing    -   Sound  -  11  min. 

J-8    Motion  Study  Applications    -   Sound  -  22  min. 

J- 10  Protect  and  Sign  Checks     -    Hood   -  Silent  -  8  min. 

0-21    Gathering  and  Stapling   -    Lockheed   -  Silent  (Run  at  Sound  Speed) 

11  min. 
0-25   Work  Simplification  Adapted  to  Clerical  Procedures  -  Sound  -  22  min. 
Contact  your  local  Standard  Register  Company  office  (if  one) 
for  this  first . 


RECOMMENDED  READING 

♦    Motion  and  Time  Study  Applications    -  Ralph  M.  Barnes 


BOOKS 

*  Motion  and  Time  Study   -   Ralph  M.  Barnes 
Motion  Study   -  H.C.  Sampter 

Time  Study  and  Motion  Economy  -  Robert  Lee  Morrow 

*  Methods-Time  Measurement    -    Harold  E.  Maynard,  published  by 

McGraw-Hill 
Manual  Skill   -   J.V/.  Cox,  published  by  Cambridge  University  Press 
Work  Methods  Manual    -    Ralph  M.  Barnes 


A.  H.  MOGENSEN  -  WORK  SIMPLIFICATION  PROGRAMS 


58 


VJQ 


NORMAL  AISTD  MAXIMUM  WORKING  AREAS  FOR  HAND  MOTIONS 


X 

z. 


HORIZONTAL 


RtGHT  HAND 
3»o  aAss  itcmoH 


LEFT      HAW 


3«0    CLASS  MOTION 


FACING 


VERTICAL 


PROFILE 
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WORK  STMPLTFICATTON  AND  YOUR  EFFICIENCY  |^ 

V      v.„<..r  +r  hp  e^ncient?    Is  being  busy  and  being  efficient  neces- 
Are  you  too  busy  \lllf,--\'''^^:: ''t^  taking  up  V/ork  Simplification  have 
'^^  :;i^^^^t^      ak^^ a  pro?tss1ha?t  would  help  improve  a  30b, 
f ;  T      \;;  4'Vto  ^I^^^^         ' '  Often  foremen  and  supervisors  have  made 
but  I  am  too  ^-^^^^:^^'^-^^^^  ..ecause  they  did  not  have  the  time  our- 
heir  charts  ai,..  hour,  .r  a  n^^  ^^^  ^^.^    ^p^^^  ^^  ^^^  p,,,ess 

Z^'T:^^cS-e^or^^-  pricess,  the  person  making  the  chart  must 
actually  "'v'^'k  through'^  the  job.   So  let  us  look  at  this  question  of  not 
having  enough  time. 

Ask  vour-lf    -Am  I  really  managing  my  job  or  is  my  J^^^^^^^l^^  mfj''  „,, 
Ask  your.-ii,  <.-T,oo3e  Screws  in  the  Screwball  Machine  .//orks 

Obviously,  --^^^^^^     Hempmber   the  first  step  in  getting  order  is  the 
:^l^^:'^^r^^-  S^the  order  of  time  Just  as  much  as  the 
order  of  things  if  we  are  to  eliminate  waste. 

1.        ^-^■r^-'- moH  c-napp     The V  have  not  explained  time.   It  is 

out  It,  notnm^.    ^^T^f';^':'^  ^^„„.^qs  ;.     You  wake  up  in  the  morning,  and  lo, 

possessions 

.YOU  have  to  live  on  this  twenty-lour  h--f  ^.-Uy  "n^e    Cut  of  if  you   ^^ 
have  to  spin  he^th   piea^^e   ^"f  LT4t  eff^cUve  UB^!  is  a  matter  of  the 
'Z:Slt^lyt:^i  Of  the'l^^stThriUing  actuality.   All  depends  on  that." 

-  from    "How  to  Live  on  24  Hours  a  Day" 
by  Arnold  Bennett 

personal  Planning  is  the  measured  order  of  '™- ^f^f  ^^.Vrf  uf  m^f 

tissue  of  life"    given  to  us  each  24  hours. 
In  the  first  place,  we  know  that  time: 

1.  Can  be  definitely  measured; 

2.  Is  ilways  passing  and  never  returns; 

3.  can  be  wasted,  just  as  we  waste  materials  and  energy. 
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WORK  SIMPLIFICATION  AND  YOUR  EFFICIENCY 


RECOMMENDED  BASIC  FILMS 

Y-2  Loose  Screws  at  the  Screwball  Mdchine  Works    -   Sound   -  11  min. 

Y-6  Snowball  Conference    -   Sound   -  13  min. 

Y-7  Four  Steps  Forward   (Castle)    -  Sound     -  22  min. 

Y-8  Yes  Man  Conference     -   Sound   -    (25  min.?) 


RECOMMENDED  READING 


BOOKS 


The  Autobiography  of  Benjamin  Franklin 

How  to  Develop  your  Executive  Ability   -    Daniel  Starch,  published 

by  Harper  &  Brothers 
New  Strength  for  New  Leadership   -    Erwin  H.  Schell,  published  by 

Harper  &  Brothers 
How  to  Live  on  24  Hours  a  Day  -   Arnold  Bennett  -  Sun  Dial  Edition  - 

published  by  Garden  City  Publishing  Co. 
Wake  Up  and  Live     -    Dorothea  Brands,  published  by  Simon  &  Schuster, 

New  York 
How  to  Train  Workers  Quickly   -    Glenn  L.  Gardiner,  published  by 

Elliott  Service  Co.,  Mount  Vernon,  N.Y. 
How  to  Instruct    -    Glenn  L.  Gardiner,  published  by  Elliott  Service  Co. 
Psychology  in  Industry     -  Norman  Maier  ,  published  by  Houghton- 
Mifflin  Co.,  New  York 
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so  lar.  0^  process  charts  ,..e  been  ^-^o^f^^^^/^^rr^lt"; 
lowing  a  man  or  an  "bject  -  (whetoer  ^P^^  °/     ^^    concerned  with  the 
of  paper).   In  making  up  these  ^jf 5*^  *?i"!^^3  traveled.   It  soon  becomes 
detailed  steps  in  '^e  °PeratJon^d  the^^=^^^^^^  ^^  j,,t 

S'mV  roHi1r1^?rTrport^°ce.   Th'is  calls  for  the  second  tool 
™e^,S^.men;  -  THE  MULTIPLE  ACTWITY  CHART. 

^v,or.t  inrm^  already  have  a  column  for  time.   This 
'"■^  w*^,edTlTer  ofachrttofhas  been  drawn  up,  showing  distance 

rr:peryort»/irm"chrtl^^   3.  Combiatlon  of  1  and  2. 

There  is  often  a  tendency  to  P-^g^e  -e^^^^^^^  Irihavl^""' 
asking,    "Can  we  do  the  3°^^/^°^^^^!^^^^''^!  i  or  automatic  equip- 

Thus  we  Should  be  ^^^fl^:t-if;tT^Vi::r^l  ^1.^^^^ 
rather  than  mere  loss  of  time  onj^e  part  oi  m      v  ^^  ^^^ 

become  -o-,™»f -'.^^.tttLen^^^^^^^  Often  these  idle 

fiS:sTcrat  inter^J^f  tr:ughout  thel  operating  cycle,  and  are  not 
readily  apparent. 

The  Chart  below  was  made  in  a  1.-^^  P^-'^— ^f'tti^^lrr' ' 
These  figures  are  typical  °  .^^u^P^^nt  m  mos^lan^^^^       ^^  E  _^^^  ^^^^^^ 

^:^tl  STs^eyimerwpCnU  the  time.   However,  if 


"PBoOuction         H^mOLInOj 


SeiUT*    ±^^  N\fiCirH¥\e 


o- 


2Z%-^^ 


Wlllife 


11% ^ 


2  97o 


r-Ro'DoCTlOlH 


FnHlbU«6-,-StTUP    l<.L^A'l'^^H<Hir 


io 


>ossy5j:^ 
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MULTIPLE  ACTIVITY  CHARTS 


RECOMMhNDED  BASIC  FILMS 


G-e 

G-IO 
G-18 
G-23 
G-28 


Punching  Slugs     -   Silent 
Spooling  5-yard  Plaster    - 
Toaster  Problem    -   Silent 
Operate  Milling  Machine   - 
Turn  Coil  Forms  on  Lathe 


-  8  min. 

Silent    -  8  min. 

-  4  min. 
Silent   -  4  min. 

-  Silent    -  15  min. 


RECOMMENDED  READING 

*    Motion  and  Time  Study  Applications    -   Ralph  M.  Barnes 


BOOKS 

♦Motion  and  Time  Study 
Work  Methods  Manual 


-  Ralph  M.  Barnes 
•   Ralph  M.  Barnes 
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CPERATGR  CHARTS  - 

the'thtrd  tccl  C'F  work  simpl.ificaticn 

Tf  vou  -vere  roirr  to  drive  your  automobile  from  Boston  to  Nov.  York  and 
vofl^^id  never  bfpn  over  the  road  before,  what  is  the  first  Unn^  you  woidd 
you  had  ^^-ver  oe.n  ^  .^  ^.^  ^j^^  corner  nlUns 

do  in  prepai-ation  for  the  trip/   i-s,  yuu  w^juiu  ^v  .,nidq    -orip- 

otPHoT,  aAd  get  a  road  map.    Cn  this  map  you  would  fmd  all  the  .oads,  t^rm 
ciD^  citTes  and  tc  /ns,  as  well  as  easily  identified  landmarks.     You  v.oulo 
haw  af '  overa   '>%i^         of  the  route  by  means  of  which  you  could  plan 
tke  bit  waj  of  proceeding  on  your  trip.    Such  a  m.tp  is  similar  to  a  flc^ 
process  chart. 

suppose  tha.  you  f^^^^^J^^^^f^ZTuyZ  IS  S^Sit^t  y». 
f^'^S^^^nrT^i^  !;Sn;;w  ,Z  detail  of  roa^  .ith^ 

'5  J>hT^^\-,T  .-iti's  shown  on  the  main  map.    aeiorenca  to  this  ot-t,akd 
:Sp  :i>™ven  sho;ad  help  you  determine  the  best  route  oH  of  tb.  mam 
-oad  to  voui- friend's  house  and  back  to  it  again  after  you  have  finished  your 
;?stt.   The  detafkd  map  of  one  of  the  major  cities  on  the  larger  map  is 
sim-ilai-  to  an  operator  chart. 

ThP  r.T^F'-ATOR  CHART  (sometimes  called  a  left  &  right  hand  chart)  is 
a^S  ipdt^I^o^  oi  the  motions  of  one  particular  operator  who  periorms 
nert  DS  onlv^^^^^^^^^^    a  few  of  the  details  shown  on  the  flow  process  char  . 
cSclIhe  ov^^^^^^^  has  been  questioned,  it  is  often  of  ^^%-^^' 

^crselect  toe  lobs  done  by  different  people  in  that  process  for  indiv/iaual 
Si^  l^h^rJ'  s^ot  muci  use  to  make  an  operator  chart  until  after  the 
fl^m-oc4<=  chart  has  been  analysed.    It  really  stems  from  the  question 
fT^»  ofthe  flow  orocess  chart  and  is  a  tool  for  analy^nng  more  carefu  ly 
S  detms    ?the  op^rat;..  for  the  purpose  ..f  improvement.    Naturally,  elim- 
In^^:    combl;^t£ns  and  any  advantageous  changes  in  sequence,  place  or 
person  come  first. 

In  using  the  operator  chart,  wo  f^-.Uo*  the  same  PATTERN  of  Work  Simpli- 
fication  as  used  befc-re. 

STEP  1 

ncV  the  i'b  t.-^  improve  -  An  operator  is  select..d  who  does  part  of  the  w.rk 
ndca?r!d  in  ^fZ  process  chart  which  we  have  previously  made  -  a  joo  we 
S^'V'J^^S  i/giving  us  trouble  or  is  a  bottleneck    -^  one  v^h^ 
need  a  more  detailed  analysis  of  before  we  can  complete  oui  siuiplificati.n 
as  started  by  the  flow  process  chart. 


ste: 


u.  +        ^r,  fhic-  raqp   the  ooer^^to.'  c'lart.    vVe  observe  the 
Malie  a  process  chart    -  m  this  case,  me  opt.,x- 

job  and  get  aU  FACTS  just  as  before. 


\ 


.  ..^.A^k  t/~r-K.i    1A//^D' 
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OPERATOR  CHARTS  ^ 


RECOMMENDED  BASIC  FILMS 

J-2   Clipping  Brassieres     -   Silent    -  15  min. 

J-9   Ice  Cream  Can     -    Silent    -  8  min. 

K-26   Making  the  Operator  Chart   -    Silent    -  15  min. 


RECOMMENDED  READING 

♦Motion  and  Time  Study  Applications    -   Ralph  M.  Barnes 

BOOKS 

*    Motion  and  Time  Study      -    Ralph  M.  Barnes 
Work  Methods  Manual     -   Ralph  M.  Barnes 
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O^Ei^i^TOl^ 

^43 

/vi  P)  C  H  1  N  £ 

Y/////%-i.viy/////. 

1' 

W      "Put  a  why 

^       "00" 

'o 

w///i.^.i:i'//////A 

low: 

Machine  Utilization            =       66% 
Operator  Effectiveness     —      66% 

Or 

OPtlpvATOrl 

TiMtl 

n            = 
mess     =p 

IViaCH  IMC 

/7\        StcOwO     T*tiHct 

®      "  "D  0" 

w      •'  Put  Aw  /->v 

nd:                  Machine  Utiliza 
Operator  Effect 

Ltic 
ivc 

100% 
100% 

In  actual  practice  we  would  not  obtain  100%  in  either  case  because  the  ma- 
chine would  have  to  stop  for  oil  and  adjustment,  and  the  operator  would  have 
to  stop  for  rest  or  personal  time,  but  we  would  come  as  close  to  100%  as  can 
reasonably  be  expected. 

Setting  the  elements  of  work  down  in  chart  form  and  classifying  the    "Make 
Ready,"    "Do,'*   and   "Put  Away"   helps  us  to  find  ways  to  improve  the  job. 

Attached  is  a  chart  of  the  operation  of  a  home  movie  projector.    It  can  be 
seen  that  unless  a  second  projector  is  used,  the  audience  has  to  wait  about 
one-third  of  the  time  for  threading  and  rewinding. 

Attached  also  are  the  multiple  activity  charts  on  spool- winding  5  yards  of 
12-inch  wide  adhesive  plaster.    The  plaster  is  interleaved  with  a  layer  of 
crinoline,  placed  in  a  screw- cap  canister  and  packed  in  a  corrugated 
shipping  container.    The  story  on  these  charts  shows  again  that  in  almost 
any  operation  there  are  several  possibilities  for  improvement,  and  only  by 
getting  all  the  facts  can  one  make  a  sound  decision. 

WORK  ASSIGNMENT  -  (Optional) 

Look  over  your  department  and  select  a  simple  example  for  a  multiple 
activity  chart.    Make  the  chart  on  the  attached  forms,  showing  the  present 
method  and,  if  possible,  also  make  one  on  an  improvement,  either  in  ma- 
chine utilization,  or  operator  effectiveness.    Ering  your  chart  with  you  to 
the  next  meeting. 
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RECOMMhNDLD  BASIC  FILMS  ri 

—  .. ^^ 

G-8     Punching  Slugs     -    Silent     -  8  min. 

G-10  Spooling  5-yard  Plaster    -    Silent    -  8  min. 

G-18  Toaster  Problem    -    Silent    -  4  min. 

G-23   Operate  Milling  Machine    -    Silent    -  4  min, 

G-28  Turn  Coil  Forms  on  Lathe     -    Silent   -  15  min. 


RECOMMENDtiD  READING 

*    Motion  and  Time  Study  Applications    -   Ralph  M.  Barnes 


BOOKS 

♦Motion  and  Time  Study     -  Ralph  M.  Barnes 
Work  Methods  Manual    -   Ralph  M.  Barnes 
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MULTIPLE    ACTIVITY    PROBLEM 
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What  is  the  minimum  total  time  to  toast  three  slices  of  bread  in  a  standard  toaster, 
such  as  that  shown  below  ? 

The  machine  toasts  one  side  of  each  of  two  pieces  at  the  same  time.  It  takes  two 
hands  to  insert  or  remove  each  slice  as  illustrated.  To  turn  the  slice  over,  it  is  merely 
necessary  to  push  the  toaster  door  all  the  way  down,  and  allow  the  spring  to  bring  it 
back.  Thus  both  slices  could  be  turned  at  the  same  time,  but  only  one  can  be  inserted 
or  removed. 

The  time  to  toast  a  side  is  exactly  .50  minutes.  Time  to  turn  over  is  .02  minutes. 
Time  to  remove  toasted  slice  and  place  on  plate  is  .05  minutes,  and  the  time  to  secure 
a  piece  of  bread  and  place  in  the  toaster  is  .05  minutes. 

The  problem  is  to  find  the  shortest  possible  time  required  to  toast  three  slices  on 
both  sides,  starting  with  bread  on  plate,  and  returning  toast  to  plate.  Assume  toaster 
is  warmed  and  ready  to  go. 
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MULTIPLE     ACTIVITY     CHART 
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OPERATION . 


Toast  3  Pieces 


2nd  Improved 
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Idle        ^^ 


Idle   o05 

Put  In  2nd  .05 
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PART     SKETCH 
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.02  Turn 


.50  Toast  Side  B 


,05  Take  Out 
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„  ,0.  -.ve.e  ,oing  to  ^'^ve  yo«  auton,obUeJr^^^^ 

you  had  never  been  over  *«  ;  °-d  belore^^n  ^^  ^^^  ^^^^^^^  j.^^^^^, 

do  in  preparation  fo'^^he  trip?  Y^s  you  wo       e       ^.^^  ^^^  ^^^^  ^^^^^^  p 

SSf^d\-:rp£e^/4^^^^ 

rielt  ::r:."-?er  on^ro:r'?"^    3u^  ^  -  -  =-"-  ^  ^  ^^^ 
process  chart.  , 

,uppo.e  that  you  wished  to  stop  oH-tJow  Haven  on  your  -^J^^^^^ 
friend  whom  you  hadn't  seen  for  a  l;"f '™^^-;„^i,fae UU  "i  ''oads  within 
iTap.  you  will  probably  find  1"='='^*'^^™^^  "" '„     Merence  to  this  detailed 

eS  of  the  major  '■^W*^,*/'*"  ""  *!  ^^'L^^the  best  roSte  off  of  the  main 
map  of  Mew  Haven  should  helP  Jo"  ^=t^;  -^'"^  "^f      j.         ^ave  finished  your 

Similar  to  an  operator  chart. 

The  OPERATOR  C^^^^^oraeiirnes^^^^^^ 

a  detailed  breakdown  of  ^ll^^^^^'^^^o  flow  process  chart. 

perhaps  only  one  or  a  ^^^  °^;^^' ,'^f,;7.tioned,  it  is  often  of  great  advantage 

once  the  overall  P;- ^-^^^.^^^^^r^t  p^o;^  P-^^ess  for  inedvidual 

to  select  the  jobs  done  ^'^'^^'■''f^^Xn  operator  chart  until  after  the 

study.    There  is  not  much  ^^^^^  ^0;^;^  I^reallJ  stems  from  the  question 

flow  process  chart  has  ^^^^^^^^i  vrt^and  is  a  tooi^     analyzing  more  carefully 

«Hcw"  of  the  flow  P^^'^^^f  %^^]'^,^i"^^,V^^^^^^  Naturally,  elim- 

i:::t^f  co^bl^atStd^'d^^^        changes  in  sequence,  place  or 

person  come  first. 

^  n    .,  tv,P  <^ame  PATTERN  of  Work  Simpli- 
In  using  the  operator  chnxt,  we  follow  the  same  P.  -i  lb. 

fication  as  used  befc:.re. 
STEPJ. 

P,,  ..e  ,  b  to  impr.ve  -  A-^^-^^^r^^^:;:^  *1^  Z^  ^1^ 
indicated  in  a  flow  process  ^^axt  v/hich  w.  have  P       ^^   .   „„e  which  we 

SaVofe  raiiirfySs'oJbre  «;  can  complete  our  simplification 

as  started  by  the  flow  process  chart. 

";^p..ocoss  Chart   -  in  this  case,  the  operator  chart.    We  observe  the 
job  and  get  all  FACTS  just  as  before. 


OPERATOR  CHARTS 


RECOMMENDED  BASIC  FILMS 

J-2  Clipping  Brassieres     -   Silent   -  15  mln. 

J-9  Ice  Cream  Can     -   Silent   -  8  mln, 

K-26   Making  the  Operator  Chart   -   Silent   -  15  min. 


RECOMMENDED  READING 

♦Motion  and  Time  Study  Applications   -   Ralph  M.  Barnes 

BOOKS 

*   Motion  and  Time  Study      -   Ralph  M.  Barnes 
Work  Methods  Manual     -   Ralph  M.  Barnes 
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